
OCEAN CITY
DEPARTMENT. OF RECREATION AND PARKS
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.

PAGE I OF f

Agency Division/Unit

Town of Ocean City Recreation & Parks
Eagle

ITEM
NO

1.

2.

3.

4.

DESCRIPTION

Cash Receipts- copies
the originals are sent to
finance dept. Golf shop
receipts, cash summary sheets.

Vendor Files-
advertising agreements,
correspondance, purchase ordrs
Drochures, bid specs, and
contracts.

Concession Stand sales
concession stand and beverage
cart sales, cash tapes, summary1

sheets and reports.

Subject files-
Gift certificate records, mail
lists, personnel data, liquor
board permits, office supply
records, travel requests,
CNET files, disciplinary
actions, PFH invoices, menu
pricing/ costs, employment
applications, rule sheets,
staff meeting notes, invoice
files, inventory reports, and
correspondence.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

Al 1 )LI (rtT\
DATE

SIGNATUF

\i f f ' /*

TYPE NAME /TTO/Mrh-S O- ^>TW JIU^-

TITLE

1s Landing Golf Course

RETENTION

Retain for.3 years and until
all audit requirements have
been met.

Retain for- life of contract
or agreement plus 3 years
then destroy

Retain for 3 years and until
all audit requirements have
been met.

Destroy material having no
further legal, administrative,
fiscal, or operational value

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE

SIGN;

APR 1 J 2000

VTURE ^>a^*1/*"*w^ ' / *jrc*yi**/



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS S5O-1)

D E P A R T M E N T OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O 80X 275 • JESSUP. MARYIANO 207M

AGENCY RECOROS INVENTORY

Page. / or * /

1. OEPARTMEMT/AGENCY I DIVISION
D

3. UNIT

DEFINITION • Records Seijei • A group of related record] normally filed and used 13 a unit for refinance as well as retention and diiposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/Cccumems/forms found in Ihe Series Include Ihe purpose or function of ihe Series:

'^&TT7!>
7. RECORD SEJWES FORMAT(S)

Letter Size o Microfilm

o Legal Size • Computer Tape

• Bound Book • Floppy Disk

• Audio Tape o Video Tape

D Other (Specify)

:o/o8. RECORD SERIES SEQUENCE

labelical

D Numerical

o . Chronological

o Geographical

o Other (Specify),

9. VOLUME
File Orawer(s)

a Microfilm Reel ;S.i
o Computer Taoe ;si

" Other (Spec::/)

• Number

10. ANNUAL ACCUMULATION
o File Drawer (s:
c Microfilm Reel (si
a Computer TaoeiS)
o Other (Specify)

Number

11. FILE IS USED^-- 12. FILE BECOMES INACTIVE AFTER

a Weekly o Monthly D Month(s) a Year(s)
Number

13. CURRENT LOCATION(S) (BkJg.. Floor Room)

3
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency sr office1!

o Yes : u No

15. ACCESS RESTRICTIONS (If yes. cite l a ^ ) 8 regulalion(s)

O Yes ; . a No

16. AUOIT REQUIREMENTS

D None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes_ a No

Destroy material having no
further legal, administrative
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

iS SSO-4 (Revised 1/93)



IHSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O BOX 27S - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Seffes - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

I 6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/cccuments/forms found in the Series Include the purpose or functionjajjhe Series:

y

7. RECORD SEStES FORMAT(S)

B^Leller Size a Micfofilm

a Computer Tape

a Floppy Disk

a Legal Size

a Bound Book

a Audio Tape

a Olher (Specify)

o Video Tape

8. RECORD SERIESSEQUENCE

Alphabetical

a Numerical

D Chronological

D Geographical

D Other (Specify)

9. VOLUME
File Qrawer(s)

D Microfilm See! ;s.i
a Computer Taoe (si
G Other (Spec::/)

' Number

10. ANNUAL ACCUMULATION
a File Drawer is;
• Microfilm Reel (si
a Computer Taoe(s)
o Olher (Specify)

Number

11. FILE IS USED^

Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

a Monthly a Month(s) o Year(s)

Number

13. CURRENT LOCATIONS) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency cr office)

a Yes • • No

15. ACCEESS RESTRICTIONS (If yes. cile lawfulregulalion(s)

a Yes : . a No

16. AUDIT REQUIREMENTS

a None • Stale a Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
descrfce any hardware/software)

O Yes_

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

3S SSO-i (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDUIE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

72ft WATERLOO ROAO
P.O BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. OEPARTMENT/AGENCY 2. DIVISION

f
3. UNIT

DEFINITION - Records Series • A group of related rocords normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes'of informaiion/cocuments/fwrns found in Ihe Series. Include me purpose or funciion of :he Series:

7. RECORD SgBKS FORMAT(S)

Letter Size o Microfilm

• Legal Size a Computer Tape

D Bound Book a Floppy Disk

a Audio Tape o Video Tape

o Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

D. Chronological

a Geographical

0 Other (Specify)

9. VOLUME
file Orawer(s)

a Microfilm See! (s;
a Computer Tase ;s!
• Other (Spec::/)

• Number

10. ANNUAL ACCUMULATION
D File Drawer is;
o Microfilm Reel ;sj
a Computer Tsoeisj
a Other (Specify)

Number

11. FILE IS USED.

Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

o Monthly • Month(s) c Year(s)
Number

13. CURRENT LOCATION^) (BWg., Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency sr office

o Yes : • No

15. ACtfeESS RESTRICTIONS (If yes. cite Isw(s) S^egulalion(s)

a Yes ; . D No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTK

a Yes a No

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3 550-4 (Revised t/93)



INSTRUCTIONS - TYPE Oft PRINT A SEPARATE FORM FOR EACH NEW
REVtSEO RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 207S4

AGENCY RECOROS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

5?DEFINITION - Records Seriey- A group of related rocords normally filed and used as a unit for reference as well as retention and ditposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

% l<Mf

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/Cccufnents/fotms fcund/>nhe Series Include the purpose or funciion of Ihe Series.:

7. RECORDy«ERIES FORMAT(S)

^Let ter Size a Microfilm

a Legal Size a Computer Tape

a Bound Book D Floppy Disk

a Audio Tape a Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

Jumerical

o Chronological

D Geographical

D Other (Specify).

9. VOLUME
a rile Orawer(s)
a Microfilm Res! ;'si
a Comaiaerfebe ;s;

' Number

10. ANNUAL ACCUMULATION
o File Drawer ;s;
a Microfilm Reel (si
o Computer Taoefsi
a Other (Specify)'

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monlh(s) a Year(s)

Number

13. CURRENT LOCATIONS) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes • n No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

a Yes ; . D No

16. AUDIT REQUIREMENTS

• None a Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

O Yes a No

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER

3 550-4 (Revised V93)


